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Getting Started

Loans can be locked:
e Monday — Thursday from 10 a.m. to 8 p.m.
e Friday from 10:00 a.m. until 5:00 p.m.

Loans cannot be locked:
e From 8:00 p.m. Monday — Thursday until rates are posted by 10:00 a.m. the following business
day
e From 5:00 p.m. Friday until rates are posted by 10:00 a.m. the following business day
e From 5:00 p.m. on the weekday prior to an Agency holiday until rates are posted by 10:00 a.m.
the following business day.

Uploading a URLA XML File

Uploading the URLA will populate most fields in the Commitment System. Follow these steps to import
the loan data:

1. Click on the Paper icon, then select Import Loan.
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2. Click the Loan File Type box, select Mapping Sets.
2. Import Loan X

Loan File Type *

Borrower Center
FMMA

Loan Configuration

Mapping Sets

MISMO 2.3.1 Closing

3. Click on the ellipsis (...) next to Mapping Set.

X Import Loan

Loan File Type *
Mapping Sets

Mapping Set *

4. Click on the arrow next to XML import to display options, then select iLAD_MISMO34_Import.
Mapping Sets

_‘

Borrower Center

Borrower Center Lead Information

DeXML

iLAD_MISMO34_Import
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5. Select Icon in Import File section.

-
Import File

6. Locate the .xml file you want to import, then click Open.

w A » ThisPC » Desktop » SampleLoans w (W] O Search Sample Loans

Organize = MNew folder ==~ [ @
A

v [ This PC MName

) 3D Objects

> [ Desktop

[|J Robertson Sample Loan XML file ]

@ Documents
; Downloads
J‘& Music

&=/ Pictures

File name: | Robertson Sample Loan XML file wo[ Al Files v

Open Cancel

MCP_HO_System_Guide 5 of 47 10/8/2021



MINNESOTA HOUSING — HOMEOWNERSHIP SYSTEM GUIDE

7. Then Click Import.

X Import Loan X
Loan File Type *

Mapping Sets -
Mapping Set * \mpur‘tFHE'

iLAD_MISMQ34_Import = Robertson Sample Loan XML filexm & x
How to Import this Loan

Insert into New Loan -
Loan Number

System Generated Loan Number -

Client Selection *
T | | Test Bank Version 1.1.2.55 - %X

Channel * Operations Center *

Homeownership - Correspondent Ops Center -

—

8. After the .xml file has been successfully uploaded, click on the Minnesota Housing Loan number to
view the loan details and to begin locking your loan. (At this stage the loan is registered but not yet
locked

% 4000016435 X

= Current Loan: |Suzi Builder | Registered | New

9. Click on the Products and Pricing button

n K 4000016435 X Minnesota Housing Loan Commitment System

= Current Loan: Suzi Builder | Registered | New

M Minnesota Housing Workflow | Loan Summary - Homeownership

Loan Information

= ® Products and Pricing

Loan Amount

o' 275,000.00 &x
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10. Select the Loan Officer’s name from the drop down. Use the Next button to navigate through each
screen and edit or complete the information as needed.: Borrower Information, Demographic, and
Property & Loan Information

® Products and Pricing

Client Selection MN Hou... Collapse

Borrower Information - Homeowner. Client / Branch Selection

Barrower Demographic Information . "
Client / Branch Channel

Froperty & Lt formation - Hi 7 5 .

Taperty & Loan Information - Hom Test Bank Version 1.1.2.55 e Homeownership - &x

Product Eligibility

* Lender Loan Number

Rate Lock

Product Selection
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Uploading a Fannie Mae 1003

1. Click onthe icon, then select Import Loan.

2. Click the Loan File Type drop down and select FNMA.

X Import Loan

e %
Loan File Type

FNMA

nis Lean

Insert into New Loan

Loan Number

System Generated Loan Number

Cancel
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O
3. Select Icon in Import File Section.

X Import Loan

Loan File Type *
FNMA

ping Set Import File *

How to Import this Loan

Insert into New Loan
Loan Number

System Generated Loan Number

Loan Status * Client Selection *

Cancel

4. Locate the 1003 you want to import. Then click Open.

Q@ open X

A B s ThisPC » Desktop v | D L Search Desktop
Organize » Mew folder =« [ o
~
September 2021 ~ MName Date modified Type Size
@ OneDrive |J DI-C01_v3.4 XML_Fixed Primary Attchd_1...  12/3/202010:43 AM XML Document 2T KB
|:] DI-FHAD3_v3.4 XML_FHA 203b Purchase_...  12/3/2020 10:43 AM XML Document 30 KB

3 This pC Ll Eany o vl ELia onaE Bk noon 1220000000 ARs _why D 3 <o

- 3D Objects [ [ Jordan R Christopherson.fam 9/1/2020T:22 AM  FNM File 11KB ]

[ Desktop

Z| Documents

4 Downloads

Js Music

&=| Pictures

m Videos

e Windows (C:)

== Documents (\\prow16fs01\Users-HOM\hnelson) (

File name: | Jordan R Christopherson.fnm ~ Allfile-s ~
Open Cancel
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5. Select Loan Status Option.

_Loan Status *

Registered <

ACE

Cancelled

Cleared to Close

Lender Certified

Post Closing Certified (MHFA)

Purchased

Registered

Survey

6. Complete the remaining fields, then click Import:
o Client/Lender (Select your company)
o Channel (will automatically be selected based on your company)
o Operations Center (Select Correspondent Ops Center)

Loan Status * Flient Selection *

Cancel

7. After the .fnma file has been successfully uploaded, click on the Minnesota Housing Loan
number to view the loan details and to begin locking your loan. (At this stage the loan is
registered but not yet locked

A % 4000016769 X

Current Loan: Jordan Christopherson | Registered | New

T Ml aale Pladaa | liced Calandinn Bliceann PP [ P S
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8. Click on the Products and Pricing button

n % 4000016435 ¥ Minnesota Housing Loan Commitment System

= Current Loan: SuziBuilder | Registered | New

M Minnesota Housing Workflow | Loan Summary - Homeownership

Loan Information

= @ Products and Pricing

Loan Amount

o’ 275,000.00 &x

11. Select the Loan Officer’s name from the drop down. Use the Next button to navigate through each
screen and edit or complete the information as needed.: Borrower Information, Demographic, and
Property & Loan Information

@ Products and Pricing

Client Selection MN Hou... Collapse

Borrower Information - Homeowner. Client / Branch Selection

Borrower Demographic Information

Client / Branch * Channel *
Property & Loan nformtion - Hom.. Test Bank Version 1.1.2.55 e Homeownership - &x
Product Eligibility
* Lender Loan Number
Rate Lock

Product Selection

Cancel « Bacl Next Save and Exit
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New Loan Setup (Manual Loan Entry)

Note: Follow these steps if you prefer to manually enter all fields into Minnesota Housing’s Loan
Commitment System (not using the 1003 or URLA upload). Add paper icon with loan options drop down:

1. Select Icon

“ .-n Minnesota Housing Loan Commitment System

Announcements and Pipeline

Announcements

No announcements.

Pipeline Dashboard

2. The Client/Branch Selection is the first screen that will appear. Complete each field:
Client/Branch
Channel - Select Home Ownership

o
o Op Center - Select Correspondent Ops Center
o Select the Loan Officer from the drop down list.
e |f the Loan Officer is not listed in the drop down box, contact your Web Administrator
Lender Loan Number is an optional field.
Then click Next

Client / Branch Selection
Client/ Branch ~ Channel * Op Center °

Test Bank MCP 1.1.1.102 Cerrespondent Ops Center

Loan Officer * Lender Loan Number
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Borrower Information

1. Complete the fields on the screen. You must use the scroll bar to scroll down to enter the household

size, income, and ratios. Click Next when complete.

2. Required fields in this section are:

O

O O 0O O 0O 0 O O

Borrower First Name
Borrower Last Name
Borrower SSN

Marital Status

First Time Home Buyer status
Will Occupy Subject Property
Date of Birth

Credit Score

Household Size

o Calculated Annual Minnesota
Housing Eligibility Income (for Start
Up Loans, we recommend using the
Program Eligibility Income

Worksheet; linked in the field title)
o Monthly Qualifying (1003) Income
o Housing Ratio & DTI
o AUS

Borrower Credit Score

No Credit Score

Barrewer Credit Score

No Credit Score

Check this box If there are more than two borrowers, Add an application for additional borrowers using the Loan Management menu

Are there Cosigners for this loan?

If using this system to generate Mortgage documents, click here ta enter additional interested parties.

Household Size Number of Minors Other Dependents
Qualifying Debt Ratio (DTI) Housing Ratio AUS
Manihly Gualiying Income (alincom stad on URLA)

MCP_HO_System_Guide 13 of 47
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[J Check Rates | Borrower

Equifax

Borrower Cradit Scare

Na Credit Score

Check this box If there are more than two borrowers. Add an application for additional borrowers using the Loan Management menu

MINNESOTA HOUSING — HOMEOWNERSHIP SYSTEM GUIDE

Tip: When entering dates on the screen, use the right arrow or / on your keyboard to avoid using the

mouse.

tion - Homeownership

Are there Cosigners for this loan?

If using this system to generate Mortgage documents, click here to enter additional interested parties

Household Information

Household Size

Qualifying Dabt Ratio (DT1)

Number of Minors

Housing Ratio

Monthly Qualifying Income (all income listed an URLA)

Experian
700

Equifax
700

Borewer Credit Score

700

Equifax

Borrower Credit Score

No Credit Score

Other Dependents

Experian

Equifax

Borrower Credit Score

Disabled Household Resident

Note: If there are more than two borrows, a cosigner for the loan, contact the Partner Solutions Team

at mnhousing.solution@state.mn.us

MCP_HO_System_Guide

14 of 47

10/8/2021

-]



mailto:mnhousing.solution@state.mn.us

MINNESOTA HOUSING — HOMEOWNERSHIP SYSTEM GUIDE

Demographic Information

Complete All fields in this screen (Ethnicity, Sex & Race). Then click Next

..-n E New Loan Minnesota Housing Loan Commitment System

New Loan

-] New Loan | Borrower Demographic Information « Back Next »

Demographic Information of Borrowers

E New Borrower «

Ethnicity: (Check all that Apply)

Other Hispanic or Lat._.

Hispanic or Latino Mexican

Puerto Rican
Cuban

Other Hispanic or ...

Mot Hispanic or Lat. ..

Race: Check one or more

Print name of enrolle...
American Indian or. .

Other Asian - Print ra. ..
Asian Asian Indian

Chinese
Filipino

Japanese

Note: If the cosigner box was selected on the Borrower Information screen, the Next button will take
you to the cosigner screen.
e If there is no cosigner, the Next button will take you to the Property & Loan Information
screen.
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property & Loan Information - CHIEMEHEY & i

Homeownership

1. Fillin all applicable fields. Required
fields under Property & Loan

Info
[ ]
[ ]

rmation are:
Property Street
Property City
Zip Code

County

State

Property Type
Number of Units

e Year Built

e Acquisition Cost (purchase price)

Please note:

e Property City - narrow the search by
typing in the first letters of the city.
e If doing a Step Up Refinance, the

Construction type
Purchase Price

Property Value
Estate Will be Held in

New Loan

[.] New Loan | Property & Loan Information - Homeownership
Subject Property Information

Property Street *

123 Chilli Street

Property City Zip Code * County *

- 55102 RAMSEY

Property Identifi

i Property Type Units Year Built
Single Family De... - 1 1990
Purchase Price Additional Acquisition. ..
254,000.00 0.00
Property Value Estate Will Be Held In
230,000.00 Fee Simple -

Legal Description

A house on Chilli Street

purchase price field must be left blank.

e Start Up Census Tract and

Targeted/Non-Targeted fields: These

fields will populate AFTER the loan is

locked. Prior to lock status the fields will

be “grayed-out” and unavailable for

manual update.

MCP_HO_System_Guide
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2. Scroll down to complete the Required Fields under Loan Information then click next
e Loan Amount
e Purpose Type
e Minnesota Housing UPMI Option (conventional loans only and typically the answer is No)
e FHA Case Number (if FHA) — if you do not yet have this, enter 0
e Grant Amount (leave blank- no grants currently available)
e Program (Select Start Up or Step Up)
Mortgage Type (Conventional, FHA, VA, USDA/Rural Housing Service)

.-.n E New Loan Minnesota Housing Loan Commitment System -

New Loan

[.] New Loan | Property & Loan Information - Homeownership f&]

-

Loan Information

Loan Amount Term (Months)
s’ 250,000.00 360
Purpose Type Minnesota Housing Upfront Paid Mortgage Insurance (...
Purchase v Yes @ No
PMI Company FHA Case Number
- 5548486965464
: Program Mortgage Type
Start Up - FHA -

Calculated Annual Minnesota Housing Program E. ..
Calculated Annual Minnesota Housing Program Eligibility |...

72,000.00
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3. Continue Scrolling down to complete the Downpayment and Closing Cost Loan information.
Down Payment & Closing Cost Loan Information

Down Payment & Closing Cost Loan Indicator

® es No
Down Payment and Closing Cost Loan Product Down Payment & Closing Cost Loan Amount
Deferred Payment Loan - 11,000.00

4. Click the Next Button to get to the Create New Loan screen

n ﬁ New Loan Minnesota Housing Loan Commitment System -

| New Loan

] New Loan | Create a New Loan f&]

Create New Loan

l Create New Loan l
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Product Validation

1. Select Products and Pricing.

M Minnesota Housing Workflow | Loan Summary - Homeownarship

Loan Information

Program Product Purpose Type
Loan Amount Term (Months e e
o 290,000.00
P& PMI Company P & (UP
a s -
Lock E e SRP Percentage
A o

FHA Case Number

Loan Cancellation Reason
Cancel Loan Selec -

Change Pricing I you are making changes to your loan, click here for additional guidance.

2. The Homeownership Wizard will open, use Next to navigate through each tab, double checking data
fields as you go.

® Homeownership Wizard x

’ 'Client Selection Minnesota Housing S—
Boreves femston- e e Client | Branch Selection

Eo

Client / Branch Channel * 0Op Center *
Test Bank MCP 1.1,1.102 - Homeownership Q@ - ||s

Loan Offcer * Lender Loan Number

Strait, George o -
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3. InProduct Eligibility, Under Lock Periods, select 60.

® Homeownership Wizard
Client Selection Minnesota Housing
Borrower Infermation - Homeownership
Borrower Demographic Information

Froperty & Loan Information - Homeown

Pricing

Rate Lock

Product Selection

Cancel

Loan Details

Loan Amount

Product Parameters

Borrower Preference

Target Price

IMortgage Types ™
+ Conventional

FHA
Portfolio

USDA/Rural Housing Service

VA

Target Price

100

Terms *
5 Year

10 Year
15 Year
20 Year
25 Year

~ 30 Year

Property State
h MN
HLTV Loan Purpose
o Purchase
nits
vianual U

Product Name Contains

Rate Types * f Lock Periods * = )

v Fixed v/ 15

30

45

120

180

« Back

Next 3

4. Click on the Get Eligible Products button in the right corner of the screen.

® Homeownership Wizard
Client Selection Minnesota Housing
Borrower Information - Homeownership
Borrower Demographic Informatien
Property & Loan Information - Homeown
Product Eligibility

Fricing

Product Parameters

Borrower Preference

Rate Lock

Product Selection

Target Price

Mortgage Types *
~ Conventional

FHA

Portfolio

USDA/Rural Housing Service
VA

Products

Cancel

Target Price

100

Terms *
5 Year

10 Year
15 Year
20 Year
25 Year

~ 30 Year

Aanual U

Product Name Contains

Rate Types *

v Fixed

Lock Periods ©
v 15

30
45
v 680
90
120
180

« Back Next »

MCP_HO_System_Guide
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5. Click the arrow next to Product Eligibility to see the list of valid products

® Homeownership Wizard

Loan Details

Product Parameters

0
HY @

53435 §50,000.00

Cancel & Back | Next» m

6. Under Actions, click the © Icon on the right side of the screen next to the desired product. The
Select button will turn bright blue and the eligible product will load, then select Next.
Note: If the validation fails, errors will be listed under the Invalid Products. Click the down
arrow under the product you are using to view a list of errors. Navigate back to the appropriate
screens and correct the error(s). Return to Product Validation and click the Run Eligibility button
again. Repeat, if necessary, until all errors are cleared.
i 2| e[ e | | ] et | ] b omimd] nom| oo s o |

§3435 ‘ $50,000.00 ‘ SO®

~  Product Eligibility: Valid

‘ FHA ‘ 0.500% ‘ 0.500% ‘ -52475.00 ‘ -1.500 ‘ ‘ ‘ ‘ 543833 ‘ ‘ 534.00 ‘
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Pricing Screen

1. Click the Price button to see rates and SRP options, then click the desired SRP
2. Agreen box will appear around the SRP once selected. Click Next to navigate to the next screen.
e Note: If you're not ready to lock your loan you can click Save to register your loan.

® Homeownership Wizard

x
Client Selection Minnesota Housing Collapse Al
89.648%
Borrower Information - Homeowners..
HLTV:
Borrower Demographic Information 89.648%
Product Eligibility
Pricing and Adjustments
Pricing
Rate Lock Grid View Pricing Date

APOR Int Rate Set Date

Product Selection Points - 9/30/2021, 1:07 PM ) 07/23/2021 12:00 AM o]

Lock Period
Interest Rate

2.500% 101.500

[ 2.750% 102.500'

Adjustments Grid

e ™

Cancel « Back Next “
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Rate Lock

1. To lock the interest rate, click the Lock Action button.
Proposed Lock Details

Lock Status

Float

Lock Effective Date

2. Inthe New Lock Action, us the drop down to select Lock then click Ok.

Lock Action

Current Lock Status

Reason

Comments

Close

MCP_HO_System_Guide
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® Homeownership Wizard

Client Selection Minnesota Housing

Borrower Information - Homeownership

Borrower Demographic Information

Property & Loan Infarmation - Homeownership

Product Eligibility

Pricing

Rate Lock

Produet Selection

& Lock Action

Reason

Days

MNew Lock Action

23 of 47
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3. The Lock Status has now changed to Locked. Click on Save and Exit to return to the Loan Summary

Screen.
@ Products and Pricing x
Client Selection MN Housing Gollapse Al

Borrower Information - Homeowner.

Eligibility Criteria
Borrower Demographic Information

Display as Points or Price

Property & Loan Information - Hom.
Points D Pricing History

Product Eligibility

Pricing
Current Lock Details Proposed Lock Details

Rate Lock
ock Status Lock Period (Days Lock Status Lock Period (Days
Product Selection

Reason Reason
& Lock Action & Lock Action

Lock Effective Date

Lock Effective Date Lock Expiration Date

110:20:58 PM ] mm/dd/yyyy hh:mm AM/P o) B mm/ddryy

10/06/2021 10:20:58 PM ) ol

Total Days Extended Days Total Days Extended Days

Pricing Date

Cancel « Back Next »

ricing Sheet Name Pricing Date Pricing Sheet Name

At the top of the screen under the borrower’s name, note the Minnesota Housing loan number, loan
status (Registered), and lock status (Locked).

QoEER ¢ oo - 1l

= Current Loan: Joseph Nelson | Registered
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Dates

Note: Entering information into the Dates screen will generate the closing date, first payment, and

maturity date are reflected on the mortgage.

i

1. Navigate to the Dates screen by using clicking on the Icon on the top right side of the screen.

 ®» @ o = [

gt
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2. The Closing date, first payment date and maturity date will all auto populate on this screen.
Note: Interest Credit Closings are allowed but be sure the first payment date is adjusted so the
maturity date populates correctly.

Dates

2021 03:2 &
2021 12:00 A &
202 4 o]
Lock Extended Date
o]
Close Date
10/04/2021 (]
Rescission Date
o]
First Payment Date
o 12/01/2021 ]

S

Maturity Date

11/01/2051 12:00 AM a
e}

Cancel Date
o]

US Bank Purchase Date

Purchase Correction Date

3. Click Save in the upper right corner.

T e Y o=

& Back Mext 3 b
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Document Preparation

1. Select Icon Use the left menu to navigate to the doc prep screen.

Z

Document Preparation - Homeownership l

2. Enter Closing date, the first mortgage P&I, the down payment mortgage P&I, and if applicable, click
save and the first payment date and maturity date will auto populate.

nﬂ W 4000016851 % Minnesota Housing Loan Commitment System 2
= Current Loan: Joseph Nelson | Registered | Locked i T o
Minnesota Housing Workflow | Document Freparation - Homeownership @2

Document Fields Confirmation

Close Date First Mortgage Note P&
10/01/2021 of snor

First Payment Date Down Payment & Closing Cost Loan Note P&I
o 12/0172021 =}

First Mortgage Maturity Date

11/01/2051 12:00 AM [e]
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3. Inthe Subject Property Information section, complete the Legal Desciption

Subject Property Information

Legal Description
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Mortgagors

1. Complete this step before printing documents. This ensures the Borrower/Mortgagors are listed
on the first page of the downpayment and closing cost (second) mortgage. Enter the
borrower(s)’ name(s) and vesting information on this screen. The Mortgagors Section is located
on the Document Preparation screen. Enter in the borrower’s name and vesting information in
the Mortgagor box shown below.

Mortgagors

Enter all Mortgagors and Relationship to Each Other

NOTE: Only enter names in the “Additional Mortgagor Names” section if you have individuals
who will sign the mortgage and need to be listed on the signature block of the mortgage. If
there are check box.

Additional Mertgagors

Additional Mertgagors are on the property title.
Additional Mertgagors are not Borrowers so they only sign the Mortgage. They do not sign the Note.
Additional Mertgagors (who are on title but are not Borrowers) are not obligated to make loan payments.

Are There Any Additional Mortgagors Who Will Be On Title But Whe Are Not Borrowers?

Do net include Borrowers or Cosigners
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2. |If there are Cosigners, enter in the information below. Cosigners must sign the Note only.

Cosigners

Do not enter Borrowers o those whe will sign the Mortgage document.
Cosigners must sign the Note only. They are responsible for making loan payments but they are not on the property title.

First Cosigner

Cosigner First Name Cosigner Middle Name Cosigner Last Name

Cosigner Suffix
Cosigner Street Address
Cosigner City Cosigner State Caosigner Zip Code
Cosigner Credit Score

Once data fields are verified and updated as applicable, you can generate the documents for the closing
package. For guidance on generating docs, go to page 34.
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True & Certify

Before completing the True & Certify process, review all the data fields in the Loan Summary screen
for accuracy and update/correct the data where necessary. Best practice is to have the closed loan file
in front of you to verify all information entered in system matches the closed loan file. Program
eligibility income is pre-populated from what was entered in the system earlier. Verify the eligibility
income is correct and update if needed.

Complete the True & Certify screen after the loan has closed. Once this process has been completed
you will no longer be able to make any updates. You must verify all information is accurate before
completing the True & Certify process.

1. Click onthe icon and select True & Certify

w B 3 O =g

Document Preparation - Homeownership
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2. Click approve, (your name will autopoulate in the “tru & Certify User” field) then click the save
button in the upper right corner

.-.n W 4000016433 % Minnesota Housing Loan Commitment System

= Current Loan: Tom Brady | Registered | Locked P e Y o=
M Minnesota Housing Workflow | True & Certify f&]
True & Certify

By clicking on the "Approve" button below, | certify the following:
All information provided in the Minnesota Housing commitment system is true and accurate.

The data that has been entered in the system represents the final loan transaction as approved by the lender and reflected in the loan
documents executed at closing.

The loan is in compliance with all applicable Minnesota Housing manuals, policies, and procedures.
All required documents have been executed.

The loan is in compliance with all applicable laws and regulations.

H Approve )

Reminder: you must upload your complete closed loan file within 48 hours of
certifying your loan.

After clicking Save, the loan status will change to Lender Certified, the True & Certify Date populates,
and the User’s name is populated next to Certifier.

I W 4000016104 X

First Last | Lender Certified ] Locked

MCP_HO_System_Guide 32 of 47 10/8/2021



MINNESOTA HOUSING — HOMEOWNERSHIP SYSTEM GUIDE

Order Documents
The Order Documents action enables you to order document packages and forms for a loan.

Q

1. Clickon and select Order Documents. /
P v W%

2. The Order Documents dialog displays, as shown below. Click Order Package.

[.] Order Documents

Packages o

Delivery  Create UCD  Print & Ship | + Order Package
Package Contains Pnnt &

n Distribut
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3. The Order Package Wizard dialog box will appear. Select Internal in the document type section to

see the available documents for your loan.
Order Package

Additional Options

Comments

Internal Documents

MCP_HO_System_Guide
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4. Select the documents you wish by clicking the and click Order.

Additional Options

Comments Document Type

Internal Distribution

Internal Documents

Select one or more intemal documents from the list below.

. Document Name -

orrower Affidavit

fommitment Notification (Start Up)

LOVID-19 Attestation (for loans locked prior to 6/28/2021)
otice to Buyers Conventional/RD

ubsidy Recapture Disclosure Statement and Tennessen Warning

S Bank Appraisal Delivery Certification

S Bank Borrower Authorization

[ documents selected

Unavailable Internal Documents

Cancel Page: 1 of 1 « Back  Next®»
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5. After clicking order, the Order Documents dialog box will appear as shown below. Click the Refresh
until the document package appears under the “Package Name” column and become a clickable
hyperlink. Click on the hyperlink it the “Package Name” column to open up the document(s).

[.] Order Documents

Packages o

Distribute eDelivery Create UCD Print & Ship = Order Package

Commitment
MNotification
66129 J| (Start Up) 10- 10/08/2021 02:59:59 pm 10/08/2021 03:00:11 pm
08-2021 2-
59PM

p

Note: If any updates are made in the Commitment System (ex: change product, increase
down payment, etc.), you will need to generate new documents, following this same
process listed above, in order to see the changes in your documents.
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Updating or Changing Pricing on a Locked Loan

This section describes how to change loan pricing when a loan is in a locked status. Some examples of
changes that would require a loan to be re-priced:

e Program changes

e Downpayment and Closing Cost Loan Changes

e Mortgage Product Changes

e Property Type Changes

e Estate change (Community Land Trust, Fee Simple)

e Monthly Loan Qualifying Income (Fannie Mae & Freddie Mac)

wN e

Open the loan. (It will always open to the Loan Summary screen.)
Check the Change Pricing box.
Click Save Loan (Lock Status will switch from Locked to New).

.-.n % 4000016431 Minnesota Housing Loan Commitment System

= Current Loan: Jenny FromDaBlock | Registered | Locked i w8 O

M Minnesota Housing Workflow | Loan Summary - Homeownership

Loan Information

Loan Amount

n 275,000.00

o

FHA Case Number

Cancel Loan

Change Pricing

MCP_HO_System_Guide

Purpose Type

@ Products and Pricing Purchase

ol

PMI Company

ArchMI -

Loan Cancellation Re. .

If you are making changes to your loan, click here for additional. ..
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3. Click on the Products and Pricing in the Loan Summary page to open Wizard.

4. Then select Property & Loan Information on the left side of wizard Menu.

@ Homeownership Wizard
Client Selection Minnesots Housing
Borrower Information - Homeownership

Borrower Demographic Information

Property & Loan Information - Hom...

Product Eligibility
Pricing
Rate Lock

Product Selection

5. Most updates will be done in the Loan Information section,-(i.e. Down Payment & Closing Cost Loan
Information, PMI Company, FHA Case Number, and Mortgage Type). NOTE —the monthly loan
qualifying income needs to be updated on the Borrower Information page

Loan Information

Loan Amount Term {Months)
o' 155000.00 360
Purpose Type Minnesota Housing Upfront Paid Mortgage Insurance (UPMI) Option?
Purchase e - Yes @ Mo
FMI Company FHA Case Number Grant Amount
Selec - $00:0,000.00
Program Mortgage Type
Step Up a - Conventional S -

al Minnesota Housing Program Eligibility Income
Calculated Annual Minnesota Housing Program Eligibility Income
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6. Once you’ve made your changes, go to the Product Eligibility Screen, select 60 in the “Lock Periods”
section and then click Get Eligible Products
Note: If relocking the loan is unsuccessful the status will show Float instead of New.
Please continue the re-locking process until the status is Locked.

Product Parameters
Borrower Preference Target Price * Product Name Contains
Target Price -
Mortgage Types * Terms * Rate Types * Lock Periods *
+ Conventional 5 Year + Fixed v 15
FHA 10 Year 30
Paortfolio 15 Year 45
USDA/Rural Housing Service 20 Year 60
VA 25 Year 90
+| 30 Year 120
180
e/

‘Get Eligible Products

7. Review the eligibility results and correct any errors listed under the Invalid Products (click on the ...
next to the Actions to see errors).

Products

Y Fiiter Products Resulis

I S I S Y N Y Y ) ey ety e

~  Product Eligibility: Invalid

Fannie HFA Preferred ‘ ‘ 07500 ‘ $165,000.00 ‘ 100.000 ‘ $511.97 ‘ ‘ ‘ $511.97 ‘ ‘ $93.00 ‘ $92.88 ‘

Eligibility Reasons: Guideline grid evaluation failed: 0030-00: The LTV cannot excesd 97% if the mortgage type is conventional.
Guideline grid evaluation failed: 0184-00: The FICO, CTI or selected UW system does not meet the reguirement or chedk the No Credit Score box if applicable.

Fannie HFA Preferred Risk Sharing 0.750%  §165,000.00 100.000 §511.97 §511.97 $93.00 $92.88
Freddie HFA Advantage 0.750%  §165,000.00 100.000 §511.97 §511.97 $93.00 $92.88
8. If you have no errors, or have corrected your errors, Select the Valid Product by clicking the icon
under Actions. Then select Next to Navigate to the Pricing screen.
Products B

Y Fiter Products Results I@I €9

~  Product Eligibility: Valid [1]

. Freddie HFA Advantage
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9. Verify the Pricing Date matches the original lock date (APOR Int Rate Set Date).
a. If the dates are the same, select the interest rate (that corresponds with 101.5 or 102.5).
b. If dates are different, click the calendar icon in the Pricing Date box to select the correct
date and time (after 10 a.m., before 8 p.m.). Then select the interest rate (that
corresponds with 101.5 or 102.5).

Pricing and Adjustments

Grid View Pricing Dale APOR Int Rale Set Date

Points [ eee | JEERREEY B | cotee0z1 1200AM [c]

9. Verify the Lock Effective Date matches the date the loan was originally locked (APOR Int Rate
Set Date, on Pricing screen). If the date is different, follow the instructions in “a” below.
a. If date is different, click inside the Lock Effective Date box to select the correct date.

® Homeownership Wizard x

o
Eo
OriginatorPaidB,
o
o a
Fro
Pricng
Rate Lock
Froduct Seisction
Eligibility Criteria
Display as Points or Price
Propesed Lock Details
& Lock Action
Lock Effective Date Days
09/17/2021 12:38 PM Q H r]
c] W View Price Shest
Comments
Adjustments Grid
T ™ Y E
Base: 750% 0:000% 102500
> Suctern Adisctment n.0ms o0 o0 hd
ey Tl - |
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10. Click the Lock Action button, then in New Lock Action dropdown select Lock.

Proposed Lock Details

Lock Effective Date

091772021 12:33 PM =] Y

Comments

Lock Action

8 Lock Action

Days

W View Price Sheet

Current Lock Status New Lock Action
Reason Lock

Comments

Close

11. Click OK then Save and Exit to complete the Pricing change.

12. Lock Status is changed to Locked. If still showing New or Float, close the loan and open again

and the status will update to Locked.

QOB + o -

= Current Loan: Joseph Melson | Registered

MCP_HO_System_Guide
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Uploading the Closed Loan File

Follow the steps below to attach the closed loan file.

1. Inthe Actions menu, select Attachments.

I+ ‘) |
]

2. The Attachments dialog displays. Click the Add Attachments Icon caret as shown.

.| Attachments

Attachments

— (=) ¢

3. Click the Browse for files button to search for and select the closed loan file. In the Category drop-
down list, select Closed Loan File then click “Upload Attachment”

Add Attachment X
Loan Number: Property Address:
4000016431 7233 Archer Trail
Borrowers:
Jenny FromDaBlock Inver Grove Heights
(Primary) MN 55077
County:
DAKOTA

Total File Count: 0

Aftachment Category Comment

Attachment
Cancel
Closed Loan File
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4. You can enter a comment in the Comments field.

Trailing Documents: This category should be used for all trailing documents such as the recorded
Mortgage and Assignment and the Rehab Completion Certificate. Change Attachment Category to
Trailing Documents.

e ] =[==]

HI Rate Lock Guide.pdf 65333 KB x

Total File Counl

Atachment Category Comment

Trailing Documents| -

Attachment
(2B @ Upload Attachment

Closed Loan File

Condition Clearing Document

Trailing Documents
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How to Cancel a Loan

1. Open the loan to the Loan Summary page click Cancel Loan. Select a Loan Cancellation Reason from
the drop-down list, then click Save in the upper right corner

.| Minnesota Housing Workflow | Loan Summary - Homeownership

Loan Information

Loan Amount

o 165,000.00

FMI Company

o)
FHA Case Number
Loan Cancellation Reason
+ Cancel Loan Otheq -
Change Pricing If you are making changes to your loz

The Loan will be listed as Cancelled at top of the screen.

OO * < - M

= Current Loan: Joseph Nelsorf| Cancelled] Float
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How to Extend a Rate Lock

1. Open the loan. Click Products and Pricing to open the pricing wizard

[] Minnesota Housing Workflow | Loan Summary - Homeownership

Loan Information

Program Product

Step Up « || FHa

Loan Amount Term (Months)
o' 16500000

P&l PMI Company
B 51197 Select

2. Select Rate Lock from the left side of the screen.

® Homeownership Wizard
Client Selection Minnesota Housing
Borrower Information - Homeownership
Borrower Demographic Information
Property & Loan Infarmation - Homeowmership
Product Eligibility

Pricing

Rate Lock

Product Selection

3. Click Lock Action

Proposed Lock Details

Lock Effective Date

089172021 12:48 PM

Pricing Date

081772021 12:46 PM

Comments

MCP_HO_System_Guide

Lock Period (Days

Lock Expiration Date

ol | 1171612021 12:46 PM

Pricing Sheet Name

Stepup Gov 30 YT No DPA
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4. from the drop down, select Extend Lock and click Ok to return to the Rate Lock screen.

Lock Action
Current Lock Status Mew Lock Action

| Exiend Lock
Reason Request Lock Cancellation

Request Interest Rate Exception
Comments [ B
5.

Click the Days drop down; choose a 15 or 30 day lock extension

Current Lock Details

& Lock Action

Lock Effective Date ock Expiration

080772021 12:47 PM | o 11106

m
@
T

W View Price Sheet

6. The lock expiration date will automatically update. Click Save and Exit

7. lock status will update to Lock Extended.

= EIR * o= <

= Current Loan: Jonnie Quest | Registered] Lock Extended
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How to add more than two borrowers to a loan transaction

Note: Please contact the Partner Solutions Team at 651-296-8215
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